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10 Jnly 1999 


MEMORANDUM FOR: 


SUBJECT 


Report of Coble Secretariat Opmtitu from 
1 January to SO Jeee 1999 


25X1 A 


1. Cable* Processed 


a. From I January to 30 Jane 1959 the Cable Secretariat reproduced 
69. 713 IN Cables;. 26. 734 OUT Cables; 6. 537 TDa and 5,299 Miscellaneous 
items tor a total of 108. 283 work items for the first sis month* of 1959* 

Tnis represents a total decrease of 5, 651 work Items or 4% less than the 
same period o' 1958, broken down as follows: 

3. 914 or 5. 5% leas IN Cebles; 1, 793 sr 4. 5% less OUT Cables; 

•32 8 or 9 % more TDs and 476 or 9% less Miscellaneous items. Ws processed 
an average of 728 cables daily Monday to Friday! 431 cables on Saturday and 
106 Cables on Sunday. 

b. 5, 748 Cables or 6% of nil cables processsd were furnished to the 
Director. This represents a decrease of 2. 984 cables or 98 % loss than tits 
sums period last year. 


2. Personnel 

At the close of tits first half of 1999. the Cable Secretariat bed an 
25X1 A On-duty Strength of ■persons against a ceiling nf ■persona. , During the 25X1 A 

last jtlx months we lest tan persons. Feu# Clerk Typlcts (so* transferred to 
OC./oee to FE, one to ORR and one on maternity Is***}* two Cable Analysts 
transferred to EE; one Clerk transferred to QC*-<nhi» Sec-Stsno an ntUnlty 
IsaVs and one Offset Press Opr rosignsd for pnkmjX thSl id it oldT sue lIcU ' M!:% 
and Fils Clerk. Wo gained eight persons In r«pln«eme*t.'ftnme ef.cnr loess* j| . 
wars due to releasing personnel to area dlriclans'jBif that they conld he gt m n , V - ; 
an opportunity to go overseas. 'I#''; 
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on-the-job training given to now personnel is not Included in tk* above figures. 

In addition. the Am,ric, ! B Maaagemen^ssociafcioa Seminar 

on the management of small office operations^ end attended a 

symposium in Florida at which various co mm u ni cations equipment was displayed. 

b. The Office of Training surveyed our Cable Typist Training Program. 

Tho course developed for the program was considered by the Office of Training 
to Quali fy as creditable on-the-job training under the provisions of CIA Regulation 
Hy^Hand to count toward the 5% la -tr ainin g requirement contained in that 
Regulation. 

4. General 

a. In January 1959 we started preparing cables containing non-CIA texts 
in sterile format in order that copies may be passed by the Action writ to State 
Dept, or other Agencies simply by detaching the first page. 

b. The Cable Secretariat in placing Intelligence cables (other than those 
received in a one-time-pad system) on TD form with a cable cover sheet is 
working well and shows promise of becoming a real factor la expediting the 
flow of intelligence reports to the Intelligence C omm u ni ty. 


25X1 A 


Tbr; system whereby the Field ® eo< ** 

to Headquarters via unaccompanied air mail aa encrypted tups of an intelligence 
report which does not warrant electrical transmission is working satisfactorily. 
However, the volume is still too small to enable any conclusions to bo drawn 
at this time. 


d. In May wo wore advised that the review ouch mouth of one daya incoming 
tr affic by a DO/ 1 representative would no longer bo MMIMIT* 


5 . Management Goal for FT 1$&0 

During tho uent twelve months I plan to 
preheaeive management survey of tho Cahla 8f 
this Survey are several: 

(1) To study too organisation and e tailing of tho Cable frocrotariat to 
if improvements are possible, and If o©» m a l t i n g ouch improvements. 





_to. em ; 


••vr. . • i> ' ■ i 


(2) To devise a procedure for 
portion of processing a cable, and to 
Officer, Cable Analyst. Typing, Reproduction, etc* 


m2* 




(.0., Duly 


a 


* 
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(3) Follow lag (2) abovs, to determine where «»•** c * a he reduced without 
matorUUy Impairing service and to implement appropriate changes desired 
to achiava such reductions in coat. 

A« a part of this management survey. I plan to conduct a number of training 
aaaaioaa at which <25 5'a. 9*s. il*» sad 12*o will be tostructs^^he overall 

concepts of m ama gam eat. Ia this 1 will ha ********** 

We will maha extensive aaa of tho foUswlag pa bl lca t ioaa which 

have already been read by all G® 9% ll'a aad 12*at 

•Work Measurement la Performance M|dh| aad Management Improvement 
•'Procaaa Charting" 

■•Supervisor's Guide to the Procoas Chart** ^ 

M Tnh*» li Guide to thm Work WmpUfictttett TraWaj Soiiloei 
••Specif! cations for an Agency Work Simpll cati oa Program" 

"Supt rvlaor' t Guide to the Work Const" 

"Supervisor’* Guide to the Work Distrihntioa Chart" 

•'Production Planning aad Control la Office Operations" 

"essentials of Good Management" 

"Promoting the Will to Work*’ 

"Techniques for the Development of a Work Measurement System" 

'•Job Engineering" 

"A Work Measurement System" 

** I 

Also as a part of fills survey* I plan to Ititfiffit o UiWtf ptopta for 
Secretariat Suporvioora atillsi as t k o ^ fpllo wifeg pflMimtlO*li 


« Iatroductioa to Supsrvisloa* 
"Ohjjsctivss of Supervision” 
"Supervisors Job" 

"Leadership oa Iks Job** 
"Els moats of Humaa 
"Responsibility for 
"Taking Personnel 
"Qfittsf Ready to Taka oa a Wow 
•Selection of Employees" 
"Discussions with *— t— — 




1 - -Jy. 


e j ■ • i.ig ; 
’ ir . • f ‘ 


mK. 




V'l&L ,-r 


nr. 

• \jXX % ' 

■0%: ' 


" M a king Reports" 

"RuOdtog Good Relationships" ■; ' 
•RttfUtf Behavior Problems" ■ .. 
" Handlin g Employee Dtosal i a f a ctli a t * 
"Dealing with Breaks to Rslatlsn •hips" 




■;T : « 


:m ■ 
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'Nowiicnaiiuittoa Policy" 

"Dc'et mining ^enormsfsca F. equiremeac* for Cmpleyee Appraisal ' 
"‘'crtsrmance .nppraisa.l" 

"Action* Following Appraisal." 

"T ra.lc.iesg Need® aad How Co Flad Them" 

"Day-to-day Job Instruction 4 
"Getting Ready to Train employees'* 

"Training Employees io Job Operations*’ 

’Starting the New Employee" 

"Solving Problems" 

"Effective Use of Time” 

"Cave of Materials and Equipment" 

'Establishing & Job" 

"Re stud ring a 
"Corttrolliag Coet®" 

"Supc’ yl&g Correct job Date" 

25X1A s last *atp, 1 piao to attend in August an American Management Association 

f > e entitled, "Surveying Cost Reduction Opportunities and Techniques in Office 
*c, :« erad in November to an AMA coarse entitled "Establishing and 
j.jing a Successful Office Work Simplification Program. " Possibly during the 
1 will send someone else to such management courses as may appear Co he 
value to senior Cable Secretariat personnel. 

fe. Cable Sscratatiat Career Service Panel 

The Cable Secretariat Career Service Pane I met seven times during the first 
half of 1959 for the transaction el Personnel Career business Involving 42 person®. 
A statistical summary of Panel operations follows! 


25X1 A 


25X1 A 

Cabts Sscretary 


* 4 • 



1. Promotions recommended.... ....... ........ 

2. Promotions denied 

3. Transfers and resignations reviewed. ••«•••'•< 

4. Fitness Reports reviewed.............*.... 

5. Career consideration other than promotions.. 
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